CITY OF LOWELL
Job Posting
Please Post ~July 31, 2008
Deadline ~ September 8, 2008
Pollard Memorial Library
Library Director

Job Title: Library Director

Department: PollardMemorialLibrary

Reports To: City Manager

FL SA Status: Exemp

Salary : Per City Ordinance - Department Head Grade 3
(Ordinance/Non-Union)

SUMMARY Underthedirectionof the City Managerthe Library Director/Directorof the
PollardMemorialLibrary ("Director") servesasa Municipal DepartmenHeadandserves
underthebroadsupervisiorof theLibrary Boardof Trusteesto establistpolicy for the
Library. TheDirectoris directly responsiblefor the managemerof all library operationsand
servicesincluding theadministratiorof library policy, supervisiorof 25 employees,
managemerof grantfundsandoversightfor a library budgetof approximately$1.1million in
FYO09.

EDUCATION and/or EXPERIENCE Completionof a MastersDegreeprogramin Library
Science(MLS) andALA accrediteccollegeor university; A minimumof five (5) yearspublic
library experiencewith atleastthree(3) yearsin supervisorycapacity. Demonstrated
manageriaexpertiseandsuccessfugrantwriting experiencehighly preferred.

ESSENTIAL DUTIESAND RESPONSIBILITIES (The essential functions or duties
listed below are intended only as illustrations of the various types of work that may be
performed. The omission of specific statements of duties does not exclude them from the
position if the work is similar, related or a logical assignment to the position.) Theprimary
responsibilitiesfor the positionincludethefollowing:

TheDirectorshallbedirectly responsiblefor themanagemerof all library operationsand
personneto ensurethedelivery of courteousprofessionaandhigh quality library servicesto
thepublic. TheDirectorwill directlibrary activitiesand performongoingpublicrelations;
Representhelibrary at public meetingscity departmenheadmeetingsandat municipal
functions;Conductcomprehensivprogramsto engendegoodwill andpromoteutilization of
library serviceswithin thecommunity.

PLANNING AND POLICY TheDirectorshallconductanongoingplanningprocesso
asses:ccommunityneedsandimplementslibrary serviceprogramsto meetthoseneedsin the
mostefficientandeffectiveway; Formulatespoliciesgoverningthe Library andrecommends
themto the City Managelandthe Library Boardof Trusteesfor consideratiorandapproval.

FISCAL MANAGEMENT TheDirectorshallmanagethe Library'sbudgetandaccounting



system;Preparetheannualbudgetfor approvalby the City ManagerBoardof Trusteesand
City Council; Developandmonitordepartmenbudgetandcontrolexpensewithin approved
levels;Overseetheadministratiorof all grantfunds; Analyzefinancial operationsandreport
monthlyto ensurefiscal accountabilityProvideperiodicreportsto the Boardof Trusteesfor
all non-budgetefundsincluding gifts, donationandbequestsServeasofficial library
representativto theregionalandstatelibrary funding agenciesandprofessional
organizationsPreparesandmanageproposalsfor grantsand programsto furtherthelibrary's
mission.

LIBRARY PROGRAM MANAGEMENT TheDirectorshallmanageanddirectthe daily
operationsof the Library to ensurethe delivery of high quality servicesandeffective
utilization of resources.TheDirectorservesasthe Library'schief managemerofficer along
with the Boardof Trusteesattendsall Boardmeetingsandactingasa liaisonbetweerLibrary
staffandtheBoard. Dutiesshallinclude: Analyzelibrary operationsandsummarizeservice
developmentmonthlyto provide Trusteeswith theinformationnecessarfor sounddecision
making;Reportlibrary trendsandutilization for local library servicesandoperations;
Supervisethe selectiorandweedingof library materials.Coordinateandanalyzelibrary
operationsandfunctionsto ensureaccuracyandquality; implement,monitorandupdate
departmenprocedure@andpracticesfor maximumefficiency; Monitor informationsystems
implementtechnologyupgradesor library staff andvisitors.

PERSONNEL MANAGEMENT TheDirectorwill beresponsiblefor theeffectiveand
efficientoperationof the Library andthe managemerof all relatedstaff; Supervisestaff in
responseto publicrelations;Ensurethatstaff deliverprompt,courteousand professional
servicestot he public; Establishandadministeila comprehensivpersonneplanfor the
effectiveutilization of staffin thedeliveryof library services:Shallrecruit,selectpromote
andterminatelibrary personnesubjectto final approvalof the City Managelandthe Boardof
TrusteesinterpretCity andBoardpoliciesfor staff; Monitor andevaluatestaff performance;
Administerpersonnepoliciesandwageclassificationplansinsuringthatthe Library's
obligationsundercollectivebargainingagreementare met; Provideleadershifin establishing
effectiveworking relationshipsandcommunicatiorwith andbetweerLibrary personnel.

PROPERTY MANAGEMENT TheDirectorshallmanagethe physicalplantto ensurethe
maximumpublic utilization of thelibrary building; Coordinateswith appropriatecity
personneto meetongoingmaintenancandbuilding needsResponsibldor maintainingsafe
conditionsin thelibrary for the staff andthe generapublic; Responsibldor maintainingall
library equipmenin working condition; maintainsaninventoryof library controlledart work
andensuregheir securityandcondition.

TheLibrary Directorshallperformotherdutiesasassigned.

SUPERVISORY RESPONSIBILITIES Directly supervisetwenty-five (25) or more
employeesdn the PollardMemorialLibrary. Carriesout supervisoryresponsibilitiesin
accordancwith theorganization'policiesandapplicablelaws. Responsibilitieinclude
interviewing,selectincandtrainingof employeesplanning,assignincanddirectingwork;
establishincgoalsandobjectivesfor thedepartmentprovidingleadershifandeffective
communicatiorto plan, manageorganizeandsuperviseemployeefor theaccomplishmenof
departmenobjectivesandcity-wide goals;appraisingrewardinganddiscipliningemployees;
addressiniccomplaintsandresolvingproblems.



MANAGEMENT SKILLSand ABILITIES Skills in library sciencemanagement,
communicationsorganization supervisiorandleadershipAbility to work cooperativelyto
establispoliciesandgoalsandto supporttheaccomplishmenof prioritiesanddepartment
objectivesunderdirectionof the City Manageiandthe Library Boardof Trustees.

QUALIFICATIONS To performthis job successfullyanindividual mustbe ableto perform
eachessentiaduty satisfactorily. Therequirementdisted below arerepresentativof the
knowledge skill, and/orability required. Reasonablaccommodationmay be madeto enable
individualswith disabilitiesto performthe essentiafunctions.

LANGUAGE SKILLS Ability to read,analyze andinterpretgenerabusinessperiodicals,
professionajournals,technicalproceduresor governmentaregulations. Ability to write
reports grantapplications businesscorrespondencandproceduremanuals. Ability to
effectively preseninformationandresponcto questionsrom groupsof managerscustomers
andthegenerapublic.

PHYSICAL DEMANDS The physicaldemanddescribecherearerepresentativof those
thatmustbe metby anemployeeto successfullyperformthe essentiafunctionsof this job.
Reasonablaccommodationmay be madeto enableindividualswith disabilitiesto perform
theessentiafunctions. While performingthe dutiesof this job, theemployeeis occasionally
requiredto stand;walk; sit; usehandsto finger, handle or feel; reachwith handsandarms;
climb or balancestoop kneel,crouch,or crawl; andtalk or hear. Theemployeemust
occasionallylift and/ormoveup to 25 pounds. Specificvision abilities requiredby this job
includeclosevision, distancevision, color vision, peripheravision,anddepthperception.

WORK ENVIRONMENT Thework environmenicharacteristicdescribechereare
representativof thoseanemployeeencounterwhile performingthe essentiafunctionsof
this job. Reasonablaccommodationmay be madeto enableindividualswith disabilitiesto
performtheessentiafunctions.While performingthe dutiesof this job, theemployeeis
occasionallyexposecto high, precariousplaces;fumesor airborneparticles;outsideweather
conditions;andvibration. Thenoiselevelin thework environmenis usuallymoderate.

Qualified individuals send resume and/or application to the Human Relations Office, RM
19 ~ City Hall, Lowell, MA 01852 by 4:00 PM: Deadline ~ September 8, 2008
EOE/AA/504 Employer



